Running Daily Reports from Traceforce

Part 1: Finding the Report in Traceforce
(A folder, in Contact Tracing, has been created with reports for your LHD. You can
save other reports in this locations if you choose.)

Step1:
Sign into
Traceforce
/Contact
Tracing

Michigan Department of Health & Human Services (MDHHS)

DHHS Contact Tracing

Step 2:
Click on
the
“Reports”
tab (must
be a
Supervisor
to access
Reports)

M&DHHS
EEEl SupervisoryActivit‘..l Reports ~

—

Al w Search...

Home Contacts Accounts s~ Dashboards

Step 3:
Navigate to
All Folders
> folder
named “LHD
Daily
Reports”

Accounts v Dasnboards v
Reports

All Folders Qs

32 items

(x[-]

Contacts v Reporting Snapshots ~  Topics  User Deactivation

3t Supervisory Activit... Home

New Report (Salesforce Classic)

earch all folders. New Report

REPORTS Name Vv | Created By v | Created On Vv | Last Modified By Vv | Last Modified Date
Recent .

Created by Me

Private Reports

Public Reports

All Reports

FOLDERS
I All Folders
Created by Me

Shared with Me

10/23/2020, 11:39 AM Dawn Ruzzicon 10/23/2020,11:39 A4

Dawn Ruzzicon
FAVORITES ™

All Favorites b
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Step 4:
Open the
folder LHD

Daily Reports

Supervisory

Activit Home  Contacts

Al w

Search

Accounts ~  Reports

Dashboards

Reporting Snapshots v

Topics

G B 2aa

User Deactivation

Reports
All Folders > LH|

39 items

D Daily Reports

T
~ | Descripfon

Q Search all folders

New Report

New Report (Salesforce Classic)

New Folder ¥

REPORTS Name ~ | Folder v | Created By v | Created on Subscribed
>n aVi g ate Recent M Allegan LHD Daily Reports Dawn Ruzziconi 10/23/2020, 11:40 AM
Created by Me i BarryEaton LHD Daily Reports Dawn Ruzzicon 10/23/2020, 11:54 AM
to yOU r LH D M Benzieleelanau LHD Daily Reports Dawn Ruzziconi 10/23/2020, 11:55 AM
Private Reports —
oubiic Reports BlanchHilisaalestioseph LHD Daily Reports Dawn Ruzzicon 10/23/2020, 11:55 AM
M Calhoun LHD Daily Reports Dawn Ruzziconi 10/23/2020, 11:55 AM
h All Reports.
open the M CentralMichiganHD LHD Daily Reports Dawn Ruzziconi 10/23/2020, 11:55 AM
. t FOLDERS M Chippewa LHD Daily Reports Dawn Ruzziconi 10/23/2020, 11:55 AM
a p prop rnate M DettaMenominee LHD Daily Reports Dawn Ruzziconi 10/23/2020, 11:55 AM
fol d er Created by Me M Detroit LHD Daily Reports Dawn Ruzziconi 10/23/2020, 11:56 AM
M District2HD LHD Daily Reports Dawn Ruzziconi 10/23/2020, 11:56 AM
Shared with Me
M District4HD LHD Daily Reports Dawn Ruzziconi 10/23/2020, 11:56 AM
-
Step 5. . > LHD Daily Reports > Q Search all folders New Report New Report (Salesforce Classic) New Folder | w 1~
.
2 items
Open the REPORTS Name | Description ~ | Folder v | Created By wv | Created On ~ | Subscribed
" . i
Report LHD Recent LHD daily report ;Fdzcsc;msw‘t“ activity (last 000 Dawn Ruzziconi 10/23/2020, 11:61 AM -
Da||y Re port" Created by Me TR st e ot
Private Reports
Public Reports
L -

All Reports

FOLDERS

All Folders

Created by Me

Shared with Me

Part 1 is complete.
You have now navigated to the_location of the report, proceed with the next steps for
creating & running the report.
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Step 1:

1 h i Edit -
Click on Q
the edit
button on
the upper
right side
of the
table
header
Step 2: Filter by Date of QOutreach X
Once the
. 22t Supervisory Activit... Home  Contacts Dat
edit panel ate
. REPORT v
OpenS, Cllck LHD daily report #  Contacts with Assessments Date of Outreach A
on the > = outline ¥ Filters @ @ Previewing a limited Rangs ]
“filters” tab. | [ — LT E
= | Fiters T Custom v
1 2305067
Add filter Q » 2305057 ;
Change the Show Me S Start Date l
uD t f All accounts 2 2310574 5
ates o i Date of Qutreach ¢ “e10080 19"’1?"'2{'20 E
Outreach” 12020 -Oct 21, 3
. Oct 17, 2020 - Oct 21, 2020 ) 2337247 End Date |.
(and C|ick & Contact County/Local 6 | 2316046
Health Department o = J
aQQ': ,) equals AIIZgan . 7 | 2014003 102172020 ER
’ a8 2290691 5
9 | 2216036 Cance Apply
Note: 10 | 2316136 1
Typically, the
previous 5
days is
queried
Step 3:
Click on the Save & Run Save b Close m
"Save &

Run” button
in the upper
top right of
the table
header
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Step 4:

Export the report, including
the report header,
groupings, and filter

settings.

Format

Excel Format xls

Export the ol e [v ]
report as
an excel Edit (Salesforce Classic)
flle by Save As
Clicking Save
on the t || Contact Tracking ' Subscribe
drop-

P 0 MANUAL Export
down 0 MAMNUAL

Del
arrow next sl
. 0 MAMNUAL
to the Ed it Add to Dashboard
0 MAMNUAL [ —
button,
then 0 AUTOMATIC Left Message N
ChOOSing 0 AUTOMATIC Left Message i
“Export”
Step 5: Export
Choose to
export _
. Export View

Details v
Only, then
Export Formatted Report Details Only

Export only the detail rows.
Use this to do further
calculations or for
uploading to other systems.

Enceding
- 1S0O-8859-1 (General US & Western Europ :

Cancel
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Final step:
Save
and/or
rename
the Excel
file to
your

computer.
(these
exported
reports will
not be saved
in
Traceforce).

*Save file as
as a xls file,
not the
default of
.html

=l < | File Explorer

File Home Share View

1 & > Quick access

v Frequent folders (8)
5 Quick access
[ Desktop » Desktop

This PC
i,

v Recent files (20)

[EE| report1607642139265

This PC\Downloads

£

Seard
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